GEORGIA DEPARTMENT OF HUMAN RESOURCES |

Division/Office: : 3 Office of Administra;ive Appeals f '
Section/Unit: All Hearing Sec’:tiorfsr

Schedule Use: Office of Administrative Appeals

Schedule No.: 73-344 Rate: Minor Change 1-6-95
Record Series Title: HEARING CASE RECORD FILES

A

Description: Documents relating to processing, conducting, and decision making
on all programmatic and administrative areas of the Department where hearings
are required.

Included are: notice of request; acknowledgement of decision; and related corre-
spondence.

File Arrangement; File is arranged alphabetically by name of client.
R ion/Di ition | ions:
Cut off file at the end of each calendar year; hold in current files area six months;

transfer to State Records Center; hold 2 1/2 years; then destroy. EXCEPTION:
Annually transfer one cubic foot of records to State Archives.

nfidential: No - Open Record

Superceeds; 73-344 (Approved 5-11-73)

(95-004-1.jp)
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L} 16 73 front and reverse of this form. Sign original and two copies Date Received Appllc-uonAlo‘. Date Completed

Agency Applicet
P Asency App teation fo. and foruard to Depariment of Archives and History, Attention:

U—iR_COM_z Recorde Management Officer. ,‘ . . H ar o —— MAY ; ;, 1973

3 JAGERCY, Diviston, Subdivision b Adsinistering Office Addreas L Ptracn to Contact
; .

Department of Human Resources . . :
Legal Services Unit Miss Carolyn Bullard

Office of Camnis$ioner Room 401-D T : m.‘..,. —_
| Atlanta, Georgia 30334 — L Hearing Offjcer | '656-439
7.ACTION REQUESTED ' '
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

[0 . Earliest & Latest |0.Exact Series Title
Dates of Series :

| 1937 - present . Fair Hearing Case Record File

FO' What is the function of the office in which this record seriésiis created?

The Fair Hearing Unit, under the directaon of the Chief of legal Services, is reSpon51b1e
for conducting Fair Heamngs for recipients of Public Assistance. This mcludes processing
requests for Fair Hearings in the areas of Publig Assistance, Food Stamp? Cmmodlty Foods,
and Programs: conduct a Fair Hearing, and render a decision on the action taken by
the Local Department of Family and Children Services. _

11.This file contains the following documents (include form numbers and titles, 1f any,
and file arrangement).

Domments relatmg to the processmg, conductmg, and decision maklng on the requests
for & Fair Hearing for recipients of all categomes of Public Assistance. This includes,
but is not limited to: notice of Request for Fair Hearing, Acknowledgement of Request
for Fair Hearing, Clients Record Summary Sheet, Summary of Heamng, Hearing Decision,
Acknowledgement of decision and related correspondence.- File is arranged alphabetically

by name of client.

ATTACH SAMPLES OF THE FILE
- i N

12 . EQUIPMENT OCCUPTED No. of Prawvers Cu. Pt. of Records I ’ Bo. of Drawvers Cu. Ft. of Records

ANRUAL RATE OF ACCUMULATION

Letter-olre Tile Dravers 1 7 1/2 5 7 1/2
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Legal-site Plle Drawers ' Yioor Space Occupled {Sgquare Feet) ,l -

his Lest Preceding§all Prior
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AVERAGE DAILY REFERENCES

Central files 22 160

20 11 |1 0
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Is this the Record Cop% of the series?

Is there a duplieation of this series in another office or agency?

.l
i

Is the information contained inh this series ever summarlzed or published’
Attach copy of summary or publication. :

Does the serieés contain classified information requiring securlty handllng?
Does the series initiate, amend or terminate agency policies and procedures?
Could the function be performed if the files were lost or destroyed?

Is the series (or major portion of it) regularly microfilmed? If yes, why?

Does the record series provide data as input to an EDP file?

Does the record series contain docu@entatioggproguqed as EDP printout?

Has the Federal Government issued instructions governing the retention/dispo-'
vy . o
51t10n of these flles. _ 4SCFR-205,60
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f DIVISION OF ADMINISTRATIVE SERVICES
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Description

FAIR HEARING CASE RECORD
FILES - Documents relating
to processing,- conducting,
and decision-making on re-
quests for a fair heaxing
for recipients of all cate-
gories of public assistance.

.Included are: notice of re-

quest; acknowledgement of
decision; and related cor-
respondence. The file is
arranged alphabetically by
name of client. :

DHR PROPOSED LEGISLATION REF- .

ERENCE FILES ~ Documents re-
lating to the maintenance of
proposed legislation affect-
ing DHR Units. Included are:
copies of proposed legisla-
tion; correspondence from
DHR Units reflecting their
position on legislation; and
similar and related papers.

The file is arranged chronolog-

ically by year; thereunder,
alphabetically by subject.

TT-A.L-1

Disposition

Cut off file at end of each
calendar year; hold in cur-
rent files area six months; .
transfer to State Records Cen-
ter; hold 2 % years; then
destroy.

Exception: transfer 1 cubic
foot of records to State
Archives annually.

APPROVED: §/11/73

Cut off file at end of each
calendar year; hold in cur-
rent files area 1 year; then

transfer to State Archives.

APPROVED: 5/28/76



